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THIRD of your time for work, a 
third for personal use and pleas­
ure, and a third for sleep,” said a 
vocational counselor recently in 
talking to an interested group of 
students, educators, and business 
men. “This is approximately the 
division of your time which a
modern business organization forces upon you 
when you enter its employ.
“An employee’s work-time—the time he mar­
kets for a wage or a salary return—he spends in 
performing specific duties
definitely mapped out by 
men higher up in the con­
cern. He has very little 
freedom of action in the 
average business position; 
his duties are specific; the 
a m o u n t  of his work is 
gauged; and he is compelled 
to measure up to a reason­
able standard of accomplish­
ment. His freedom of action 
is curtailed; he must report 
at a certain hour and stop at 
a certain hour; he is not al­
lowed to change the charac­
ter of his work or even to 
move his desk or to change 
the form of a letter un­
less he secures permission.
“There are various de­
grees in this curtailment of personal liberty and 
choice, but it amounts substantially to the sur­
render of a third of a man’s time to the domina­
tion of others. Even if a man changes his posi­
tion, as he may, he merely substitutes one set 
of conditions for another much like it.
“The demands of sleep exact as heavy a toll 
upon a man’s time as does the business organiza­
tion—usually seven or eight hours. Thus, gen­
erally speaking, a man has real freedom of action 
during about one third of his time—the part of 
his waking hours that is not sold to an organ­
ization.
“When you look diligently for the lever with 
which the successful man has pried open the
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doors of opportunity,” continued the speaker, 
“you will usually find it to be an intelligent use 
of these spare hours—hours that for want of a 
better name you can call your personal overtime. 
Lincoln studied law while doing manual work. 
Edison conducted scientific experiments while 
working as a telegrapher. Gladstone, though 
without the spur of poverty, utilized every spare 
minute in research work and study. These men 
and thousands of others who have achieved 
substantial success have moved forward be­
cause of the intelligent conservation of their per­
sonal overtime.
“You can lay it down as a 
vocational principle, there­
fore, that your personal ef­
fectiveness, and consequent­
ly your measure of business 
success, will, in the long run, 
depend upon the hours that 
you spend away from your 
work, rather than upon the 
hours that you spend in your 
work. Very seldom will you 
be able to reach any position 
of consequence in modern 
business by using only the 
hours of an ordinary busi­
ness day.”
“But,” broke in a young 
student, “should not this 
time be devoted to rest and 
recreation? It seems to me
that a man can do better work if he permits his 
mind to relax.”
“There is a theory, of course,” replied the vo­
cational counselor, “that these golden hours 
should be devoted solely to recreation—to the 
theatre and the card table, to a hobby of one kind 
or another, to athletic games and contests. Such 
diversions are justifiable. They are a matter of 
right, and a certain expenditure of time in one or 
all of them is proper. If, however, you fail to 
use a reasonable part of this personal overtime 
for your own business advancement, you soon 
lose control of your own business future, and you 
find yourself drifting upon the business sea with­
out engine or rudder.
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“I know these conclusions are cor­
rect. It follows, then, that the prob­
lem of personal effectiveness is a 
matter of laying out and carrying 
out a program for the use of these extra and
available hours. Industry and intelligence in the 
work of the business day are, of course, taken 
for granted.
“Now, don’t misunderstand me, gentlemen; 
mere work—work in itself—will not increase 
anyone’s opportunity for success. Many a lum­
ber-jack spends hour after hour in carving cedar 
fans or in making ornaments from bone. Just so, 
many a business man fritters away precious hours 
on experiments or studies that can not in the 
nature of things help him in a business way. 
Suppose you are a stenographer earning $25 a 
week. Suppose you have a wife and two chil­
dren. If you spend your off hours in the study 
of Greek mythology or in piano practice, you will 
not be increasing your earning power.
“Many a man starts a small business aside from 
his regular employment. Perhaps he engages in 
farming or chicken raising, or in some other oc­
cupation, with the impression that he can succeed 
in it and in his regular business calling at the 
same time. Not one man in a thousand is big 
enough to do both. One occupation or the other 
suffers, and usually both, and you develop a men­
tal irritation which is likely to cut you away from 
all the legitimate pleasures and joys of life.
“No; you must plan your time—the entire 
twenty-four hours of it—rationally, for eating, 
dressing, bathing, legitimate recreation, sleeping, 
and the like. The time available you must 
spend in the steady, consistent pursuit of some­
thing that has a bearing on your future success. 
If you are in business for yourself, you will in­
evitably devote a part of this time to your busi­
ness; that is, you will probably work ten, twelve, 
or fourteen hours each business day, instead of 
eight. If you are in professional practice, you 
may properly enough devote a certain part of 
your time each day to writing, lecturing, or sing­
ing, say—some avocation that will bring you to 
the favorable attention of persons who may in 
due course of time come to you for professional 
advice or assistance.
“If you are a member of a business organiza­
tion, you will usually find that the best way of 
using your spare time lies in taking up a definite 
course of study under competent instructors. If 
you select these subjects intelligently, they will 
have a technical vocational bearing directly re­
lated to the business position which you hold, or 
to which you aspire; or possibly they will be sub­
jects of a general academic character in which 
you know yourself to be deficient. There are
other possible avenues for increas­
ing your business capacity, of course. 
In most cases, though, if you are an 
organization employee, you will be 
forced to take up courses of study as the most
resultful means of promoting your business 
success.”
“How much time,” asked another member of 
the group, “should the average young man spend 
each day in study?”
“There is no average young man,” answered 
the counselor. “Each person is an individual and 
must be so considered. If you are a young man 
with a weak physique, you will probably find that 
your business position strains you to the utter­
most. Your problem, therefore, at this stage of 
your development, is one of health and strength, 
and the hours under your control you should de­
vote to rest and exercise that will build up your 
body and your mind as a basis for greater mental 
effort in the future.
“Don’t forget this fact, however, that not one 
young man in a hundred who is working in a 
business organization is carrying a load that is 
anywhere near his full capacity. As a matter of 
fact, the boy or the girl who is doing good work 
in a high school carries a much heavier load, as a 
general rule, than the young man holding an ordi­
nary business position. Every one of us possesses 
a tremendous amount of capacity for added work. 
Not one man in a hundred lets himself out in 
business as he would if he were training for an 
ordinary athletic contest.
“With all these things in mind, I am of opin­
ion that the time for purposeful overtime em­
ployment should not be less than six hours a 
week for a period of forty weeks during the cal­
endar year. On the other hand, the maximum 
should be fifteen hours a week extended not be­
yond a period of forty weeks during any twelve 
months. The six-hour load, which is equivalent 
to three nights of study for two hours a night, or 
one hour during each business day, is a compara­
tively light one; and usually it can be saved from 
the reading of parts of newspapers that give no 
adequate return, or from the reading of trashy 
novels.
“The other extreme—fifteen hours a week—is 
a rather heavy load. In order to carry it, a man 
must have a fairly strong mind and body, with 
plenty of will power to drive himself during the 
early stages of his study. In practice it often 
works out that a man commences with a light 
load and increases it as his capacity and enjoy­
ment develop.
“I specify forty weeks as the maximum period 
during the calendar year. My observations, 
which extend over thousands of cases, lead me to 
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I N  the A cc o u n ta n cy  pro fession  and  in  th e  B u s in e ssW o r ld  to-day  
are coun tless n u m b ers  o f  m en  w ho  
h a ve  m ade good  - m en  w hose  ca­
re e rs  contain m o re  insp irational val­
ue to y o u n g  m en  than w ill be fo u n d  
in  all the genera l ta lks and  addresses  
on success e v e r  com posed. I t  is 
th ese  m en, who, b y  reason  o f  w h a t 
th e y  h a ve  done ra th e r  than w h a t 
th e y  h a ve  said, p ro v e  th a t the  d a y  
o f  B u sin e ss  opportun ity , in stead  o f  
waning, is  ju s t  dawning.
Y o u  w ill be glad to becom e ac­
qua in ted  w ith  som e o f  these  m en. 
K n o w in g  them , i f  o n ly  through  the ir  
p h o tographs and  sh o r t sk e tc h e s  o f  
th e ir  business careers, y o u  w ill be 
able to reach accurate conclusions as 
to w h a t the B u sin e ss  W o rld  dem ands  
o f  the  m en  i t  w ou ld  advance to posi­
tions o f  tru s t and  responsibility , and  
financial rew ard .
T urn , therefore, e v e r y  m o n th  to 
th e  W h o ’s  W h o  page in  T h e  Pace  
S tu d e n t, and  add to y o u r  acquaint­
ance m en  w ho  b y  the ir  ow n  efforts  
h a ve  h e w n  o u t fo r  th e m se lv es  e x ­
cep tional business success.
HOW shall a man—particularly a 
young man of ambition and seri­
ous mind—succeed in business? There 
is no rule, of course, that applies to 
every one with equal force. In Mr. 
Robbins’s case, and in the case of 
scores of other successful business 
men that I know, success has been 
due to brains, personality, hard work, 
and opportunity. Mr. Robbins—if he 
talks to you about himself at all, 
which is doubtful—will gloss over 
the first three success elements and 
tell you that he has been exception­
ally fortunate in respect to the op­
portunities that have come to him.
But what is opportunity? Many 
men of brains work hard, day in and 
day out, rendering a faithful and hon­
est service, and opportunity appar­
ently passes them by without a 
glance. To be able to see oppor­
tunity, whatever her guise or dis­
guise; to be able to develop the ini­
tiative, the foresight, the courage, 
the personality, in order to make her 
sweep you along in her train—to be 
able to do these things is to open 
wide the door to business success.
This is the story of Mr. Robbins’s 
business career — one opportunity 
after another observed or created 
and then taken full advantage of. 
After graduating from the University 
of Vermont in 1898 with the degree 
of Bachelor of Science in Civil En­
gineering and with election to mem­
bership in the scholarship society of 
Phi Beta Kappa, Mr. Robbins served 
in the Spanish-American war as bat-
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talion adjutant of the First Vermont 
Regiment.
Mr. Robbins then elected to take 
up business as his life work. For a 
time he was in the employ of an 
advertising agency. He soon gave 
up this occupation, however, to be­
come Western Manager of the En­
gineering News, where he remained 
for eight years, bringing the busi­
ness in his field up from a total of 
$10,000 to $65,000 a year. He then 
became Vice-President of the com­
pany publishing the American Archi­
tect and Municipal Journal and En-
Merton C. Robbins, B.S. 
General Manager, T he  Iron A ge  
V ice-President, Federal P rin ting  Co.
gineering, and managed the western 
office of those publications for two 
years. His next position was that of 
Advertising Manager of the Class 
Journal Company of New York, 
which publishes Automobile, Motor 
Age, and other papers connected with 
the automobile industry.
The year 1910, however, brought 
Mr. Robbins his greatest opportunity. 
A t th a t tim e he en tered  the service 
of the David Williams Company as 
Manager of The Iron Age. Since 
January 1, 1912, he has been a Di­
rector and the General Manager of 
all the publications of that company.
Opportunity has further decreed 
that Mr. Robbins develop rapidly
into a man of varied interests. He is 
a member of the Military Order of 
Foreign Wars, an organization com­
posed of officers who have served in 
the foreign wars of the United States. 
He is a member of the Advisory 
Board of the Pace Agency for Place­
ments, Inc., a service organization 
that endeavors to bring together the 
right man and the right position. He 
is Vice-President and Director of the 
Federal Printing Company, which 
does a general printing business to 
the extent of $1,000,000 a year.
Mr. Robbins was one of the or­
ganizers and is a member of the 
Board of Control of the Audit 
Bureau of Circulation, an organiza­
tion composed of more than eight 
hundred publishers, advertisers, and 
advertising agents, the purpose of 
which is to audit and guarantee he 
circulation statements of newspapers, 
magazines, and publications of vari­
ous kinds. He is also ex-President 
of the New York Trade Press Asso­
ciation, an organization composed of 
seventy-five of the leading trade pa­
pers of the East—an honor that testi­
fies to Mr. Robbins’s high rank in 
the opinion of his trade associates.
Such has been Mr. Robbins’s career 
up to the present time. He is not 
yet forty and still enjoys the mental 
and physical health of a man whose 
life, both in business and in private, 
is clean and sanely ordered. What 
opportunity has still in store for Mr. 
Robbins, only the future will disclose. 
If, however, what has already come 
to pass be any criterion of judgment, 
Mr. Robbins is destined to attain 
even greater business success. Op­
portunity has tested his mettle to her 
full satisfaction; and she knows that 
every task, no matter how compli­
cated and difficult to accomplish, to 
which he addresses himself at her 
behest, he will carry out with force­
ful initiative, trained intelligence, and 
broad perspective.
PERCIVAL G. BIXBY, Buffalo, 
N. Y., announces the dissolution of 
the Accountancy firm of Chamber- 
lain & Bixby. Mr. Bixby has taken 
over all the work of the firm and 
will practice in the offices formerly 
occupied by the firm in the Ellicott 
Square Building, Buffalo.
A. P. WARD, L. G. FISHER, C.P. 
A., H. L. CARPENTER, C.P.A., and 
A. L. PHILBRICK, C.P.A. (Mo.), 
have associated under the firm name 
of WARD, FISHER, CARPENTER 
& PHILBRICK for the general prac­
tice of Accountancy, with offices at 
535 Grosvenor Building, Providence, 
R. I.
W h o ’s
W h o
Biograph­
ical
Sketches 
o f Men o f 
Affairs
19
A c ­
coun t­
ing
P ara­
graphs
Closing
Entries
Inven­
tory
Pace Student
January, 1916
T HE theory involved in closing a set of books is, after all, a very simple matter. In order to 
show financial position, we must 
have recorded all assets and all liabilities. If the
balances of the accounts as shown by the trial 
balance do not include all assets and all liabilities, 
entries must be passed to bring the items that do 
not appear into the accounts. Thus, if interest 
has accrued in favor of the business, asset value 
to its amount must be set up and the proper nom­
inal account credited. On the other hand, if a 
liability exists, it must be brought in and the 
proper account set up, as, for example, would 
be the case when Rent is charged and a liability 
credited to record the cost of rent which has not 
been paid. An entry to bring into the accounts 
an asset or liability may not involve a nominal 
element, as would be the case when an entry is 
made to record an asset, such as merchandise 
which is purchased on credit. If all the assets and 
liabilities are brought in, however, the nominal 
elements, debit and credit, that are essential to 
a full presentation of the transactions will neces­
sarily be set up.
It is not enough that entries should be made 
recording the transactions, for real and nominal 
elements may be confused by the progress of the 
business. For example, equipment may be re­
corded at its cost value, and a nominal element 
may work into the account by reason of the wast­
ing of the asset that we call depreciation. As a 
further example, insurance may be charged with 
an amount that represents the full cost, and at the 
time of closing the books the balance may repre­
sent partly insurance that has expired and partly 
insurance that is still to run. In fact, in many of 
the accounts a division has to be made between 
real and nominal elements.
The steps, therefore, consist in bringing into 
the accounts a record of all transactions, which 
must include all the elements necessary to deter­
mine financial position, and in segregating the 
nominal elements so that they may be closed out 
and the assets and liabilities made available for 
presentation in a financial statement.
With these basic principles in mind, the work 
of actually collecting the nominal balances in a 
profit and loss account and of adjusting the sur­
plus or the capital account, can be carried out 
with sureness and despatch.
T HE full theory of Double Entry requires that there shall be a record of all assets and all liabilities. The record, therefore presupposes an 
entry at the time of acquiring each asset and an 
entry at the time of its sale or extinction. This 
holds true in all double-entry practice. In the
Value
case of merchandise transactions, 
however, as they are ordinarily han­
dled in a trading concern, upon 
the sale and transfer of an asset we 
credit a merchandise or sales account at the full
selling price, but we fail to make an accounting 
record of the cost of the asset that has gone out. 
In order to determine the asset value on hand 
at the conclusion of the accounting period, we 
resort to the single-entry expedient of making an 
inventory. To this extent, therefore, double- 
entry bookkeeping reverts to what in principle is 
single entry. It should be borne in mind, how­
ever, that this expedient is justified in the great 
majority of retail trading concerns, for the reason 
that the inventory procedure when properly car­
ried out gives a reasonable security and control 
of the assets at considerably less labor and cost 
than would be the case if the full double-entry 
method were carried out when sales are made.
In the case of trading concerns that actually do 
record the cost price of goods sold, as is gener­
ally true in jewelry stores, and in the case of 
complete stores records in manufacturing enter­
prises, the procedure is entirely on a double-entry 
basis, and physical inventories are taken merely 
as a check against the accuracy of the double­
entry records.
VALUE, it should be remembered, is a mat­
ter of opinion and judgment. The more
numerous the sales of a particular asset, the more 
uniformity of opinion there will be as to its value. 
Thus, there are innumerable daily transactions in 
wheat, stated in respect to the bushel; and there 
is on any given day a very general acceptance of 
the current market value of wheat. On the other 
hand, there is no such general opinion in respect 
to a tract of real estate or the worth of a business, 
which is not subject to constant sale and trans­
fer. In stating the worth of assets of a particu­
lar concern, therefore, we must proceed largely 
upon judgment exercised concerning the present 
condition and the probable future use of the 
assets for the purposes for which they were ac­
quired. There will always be more difficulty in 
respect to capital assets than in respect to current 
assets, because the latter, being held for realiza­
tion purposes, are more closely associated with 
market conditions.
CARE should be taken to distinguish between legitimate rules of technique and the techni­cal idiosyncrasies of the particular accountant. 
Thus, one may accept as a fundamental rule of 
technique that all possible mathematical calcula­
tions shall be made in accounting statements. 
For example, we should deduct the amount for
Tech­
nique
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reserve for depreciation or for losses 
in the collection of accounts re­
ceivable and carry out the net 
amounts at which the respective 
assets are valued for the purpose of the balance 
sheet.
We must not conclude, however, that a particu­
lar form must be used for all purposes. It is not 
always necessary, for example, to state the cur­
rent assets and the current liabilities first in a 
balance sheet, or to display the items in opposi­
tion or in running form, or to use certain rulings 
to fill blank spaces. Fortunately, we have in Ac­
countancy a science flexible enough to state busi­
ness conditions and progress in a variety of ways, 
and it often happens that a treatment that would 
be ideal in one case would not be ideal for a 
different set of circumstances.
HE business man as well as the accountant 
should never mistake morocco leather and 
baby ribbon for real, usable information that can 
be utilized for business purposes. A certain style 
and finish in reports are desirable, particularly in 
respect to stationery, typewriting, and presenta­
tion, but the real worth of a report lies in the 
clearness with which significant business facts 
are presented.
I N an address before the members of the New York State Society of Certified Public Ac­countants, at their meeting on December 13th 
last, on the subject of Accounts of Institutions, 
Mr. Homer S. Pace pointed out, among other 
things, certain steps that are preliminary to the 
installation of an accounting system in an insti­
tution, as follows:
“First, in the case of a large institution I insist 
upon the employment of a competent business 
agent or secretary. This employee must be some­
thing more than a mere bookkeeper; he must un­
derstand modern accounting, the treatment of 
stores and inventories, and the handling of funds, 
and especially he must have the general business 
training that will enable him to assume responsi­
bility for all the business transactions incident to 
the conduct of the institution. He must have, 
moreover, sufficient tact to secure from his fellow 
workers in the institution, who are not likely to 
be particularly well trained in accounting or busi­
ness procedures, all necessary co-operation and 
support. Without such technical support, the ac­
countant who attempts to bring order into the 
accounting and business affairs of an institution 
will almost surely fail.
“Secondly, a definite plan of organization must 
be worked out, with provision for all necessary 
departments and managerial contacts. After pre­
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liminary investigation, an organiza­
tion chart in graphic form should 
be prepared and submitted to the 
executive head of the institution 
and his associates for discussion. In practice it
is often necessary to work over the organization 
plan three or four times before the final one is 
decided upon.
“A consideration of the fundamental plan of 
organization oftentimes develops the fact that the 
by-laws and even the constitution are entirely in­
adequate for the developed state of the institu­
tion. Very often there is found a survival of by­
laws originally intended for work of the magni­
tude of a literary society or a sewing circle. We 
often find that the treasurer is charged with the 
responsibility of keeping the accounts in his own 
person. At this juncture steps should be taken 
to bring the constitution and the by-laws into 
conformity with the scheme of organization that 
is adopted.
“Coincident with the adoption of the plan of 
organization, conferences should be held with the 
executive head of the institution and his asso­
ciates, in order that all responsible officials may 
be familiar with the progress of the work and the 
changes that are made. Opposition will almost 
always result if changes in method are imposed 
without such a full understanding on the part of 
the various workers. The accountant may very 
easily arouse opposition that will defeat his plans 
unless he uses the accepted institutional plan of 
conferences to secure co-operation and support. 
As a matter of fact, I am a great believer in this 
plan of work, even in the commercial organiza­
tion. In the management of employees of intelli­
gence, the self-respect of the individual is saved 
and his good-will secured by a consultation with 
him before a change in methods is imposed upon 
him. Incidentally, much valuable information 
and help are secured by the accountant in plan­
ning the improved methods. In the institution, 
particularly, the conference plan is an essential 
to success.
“Upon the basis of these preliminaries, the ac­
countant proceeds in his work by constructing a 
chart of accounts based on the managerial lay­
out adopted in the plan of organization.”
A BALANCE SHEET is an expression of judgment—judgment, among other things, as to the value of plant and equipment, the value 
of stock and the value of receivables. An account­
ant’s certificate, therefore, should state that, in 
his judgment, the Balance Sheet presents the 
financial condition of the firm or company at the 
date specified.
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ON opening this De­
partment, w h ic h  
will be d e v o te d  
largely to the dis­
cussion of the Rudiments of
Law and to the solution of 
practical legal propositions, we 
can to advantage consider in the 
first article (1) the material and educational ad­
vantages to be derived from a thorough knowl­
edge of the subject; and (2) the difficulties that 
beset us in acquiring such knowledge.
1. The applicant for admission to the profes­
sion of Certified Public Accountant must pass an 
examination which is virtually as thorough and 
severe as Bar examinations. The authors of Ac­
countancy legislation have invariably recognized 
Law as one of the basic subjects to be studied. 
For this reason, if for no other, the student who 
expects to enter the practice of Accountancy as a 
profession must include in his study for prepara­
tion a thorough course in Law.
The student is not required, it is true, to sub­
mit to examinations in order to enter or to ad­
vance in the profession of Business, in which, by 
the way, there is to-day an exceptional opportun­
ity for properly trained men and women. Never­
theless, it is self-evident that, in order to achieve 
commercial success, one must know the legal 
powers given to individuals, firms, and associa­
tions engaged in Business, and the legal limita­
tions imposed upon them.
A far greater value, however, comes from the 
development of the student of Law into a thinker 
and reasoner, for training in the Law insures 
larger, better, and more satisfactory results in all 
lines of activity—accounting, general business, 
domestic, social, and religious. One of my favor­
ite authors has so truthfully and forcefully stated 
the benefits to be derived from including the Ele­
ments of Law as a part of one’s general education 
program that I quote his language, with the in­
junction that you read it carefully. In his intro­
ductory lecture to a class of students in a law 
school many years ago he said:
“I shall consider you as having one of two ob­
jects in view: either to make the law a regular 
profession, or to acquaint yourself with its ele­
ments as a part of your general education. It is 
a matter of surprise as well as regret that the 
number of persons of the latter description is not 
greater, but I trust that public sentiment is 
changing on this subject.
“I think I perceive a manifest tendency towards 
a more general acquisition of legal information 
among persons who never design to be profes­
sional lawyers; and I rejoice at the prospect, for 
there is no branch of knowledge so essential to
 
the proper discharge of the various 
duties of a citizen. This is espe­
cially true with respect to American 
citizens, whose high prerogative it
is, by virtue of the doctrine of universal suffrage,
to have a direct and personal participation in all 
public affairs. Surely that man is not fit to be the 
maker or the guardian of laws, who has never 
been educated in their first principles.
“But apart from public and patriotic consider­
ation, self-interest should induce every man to 
understand his own rights and obligations. This 
proposition is almost too clear to need enforce­
ment. As the subjects of law, certainly, if not as 
the makers, all ought to know enough to avoid its 
penalties and to reap its benefits. Unquestion­
ably, on the score of practical utility no kind of 
knowledge can stand higher; for it comes into 
immediate application almost every hour we live.
2. The lack of legal knowledge on the part 
of so many laymen is doubtless largely due to the 
laborious and never-ending study necessary to 
wade through the mass of books and reports in 
order to discover the comparatively few princi­
ples, which, properly arranged, we call the science 
of Law. To add to the burden, many of the 
technical terms used are in French, Saxon, and 
Latin; and even in the use of English no effort 
is made for simplicity in statement.
The search for simple and adequate texts has 
been going on for many years. The following 
course of study was prescribed some two hun­
dred years ago by an eminent English jurist for 
the seeker after legal information:
“Read Wood’s Institute cursorily, and for ex­
planation of same, Jacobs’s Law Dictionary. 
Next, strike out what lights you can from 
Bohun’s Institutio Legalis, and Jacobs’s Practic­
ing Attorneys’ Companion, and the like, helping 
yourself by indexes. Then read and consider 
Littleton’s Tenures without notes, and abridge
it. Then venture upon Coke’s Commentaries. 
After reading it once read it again, for it will re­
quire many readings. Abridge it; commonplace 
i t ; make it your own; apply to it all the faculties 
of your mind. Then read Sergeant Hawkins, to 
throw light on Lord Coke. Then read Wood 
again to throw light on Sergeant Hawkins, and 
then read the statutes at large to throw light on 
Wood.”
Later came the commentaries of Mr. Justice 
Blackstone, and with it relief from such prescrip­
tions as the foregoing; and since his time almost 
numberless works have been produced covering 
the different subjects of the law. Many of them 
are excellent for their purposes, that is, as refer­
ence books for the lawyer, and as helps for the
I
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student whose life is to be devoted 
to the acquisition and exposition of 
legal lore. The layman, however, 
whose main effort is to be directed 
along other channels, although in the full accom­
plishment of that effort a knowledge of the rudi­
ments of law is essential, refuses to expend the 
time and energy necessary to acquire such knowl­
edge in the usual and accepted way.
Of recent years great strides have been made 
in the preparation of texts and courses which 
give the fundamental principles of the science 
and the statutes of the state having to do with 
commercial undertakings, and which develop the 
reasoning powers of the student from the legal 
viewpoint.
It is fair to assume that the graduates of such 
courses acquire as firm a grasp of the principles 
of the law and of the statute law, as do the grad­
uates of law schools. The former will never com­
pete with the latter, however, for the life of the 
practicing lawyer is a search for precedent, for 
decisions overruling that precedent, and for de­
cisions that will help him to maintain the prece­
dent when its correctness is attacked in court. 
Although the business man cannot hope for legal 
development equal to that of the trained lawyer,
he can to-day in different schools 
secure a working knowledge of the 
science, which, as herein stated, 
will be of great value to him from 
every viewpoint.
THE NEW YORK SCHOOL OF PHILAN­
THROPY, the well-known training school for 
social workers, which is closely affiliated with 
Columbia University, reports that more than 
2000 persons have been registered in the School, 
and states further: “The year 1915-6 opens auspi­
ciously, with a Second Year class of seventeen 
and an entering class of about fifty registered for 
full work—a group remarkably homogeneous 
with respect to enthusiasm and eagerness, advan­
tageously varied as to amount and character of 
experience, special gifts, and individual inter­
ests.”
An Accountant who recently accepted a posi­
tion as Auditor of a leading film corporation, 
rather drily sums up his general impressions of 
the film and moving picture business, by the 
statement that it is “informal.” Truly so. We 
must remember, however, that it takes years to 
organize and standardize a new industry.
Training for Managerial Positions
Midwinter Class Lecture Groups
IN over fifty prominent Associations, Schools, and Colleges, and in the largest Business
Organizations in America, more than 4,000 employed men and women are increasing 
their capacity for executive work by studying the Pace Standardized Course in Account­
ancy and Business Administration. They are securing a usable knowledge of Accounting, 
of Law, of Organization, and of Finance.
Hundreds of others will enroll at the beginning of the winter Semester. The students 
in the new classes will receive the same fundamental instruction as has been given to 
the students who enrolled in the classes that started last September and October.
If you desire to prepare yourself for larger opportunities in Business, do not delay 
making your enrollment. Text material for individual study should be secured as early 
as possible. Class sessions will start soon in all the Schools. The dates for the midwinter 
opening lectures, in tw e lve  of the f i f t y  schools, are:
Accountancy Institute of Brooklyn, Feb. 1 
Buffalo School of Accountancy, Jan. 28 
Chicago School of Accountancy, Feb. 3 
Cleveland School of Accountancy, Jan. 31 
Detroit School of Accountancy, Feb. 1 
Newark School of Accountancy, Jan. 31
New York Institute of Accountancy, Jan. 28 
Pace Institute of Accountancy, Baltimore, Feb. 3 
Pace Institute of Accountancy, Boston, Jan. 25 
Pace Institute of Accountancy, New York, Jan. 27 
St. Louis School of Accountancy, Feb. 4 
Washington School of Accountancy, Feb. 4
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I s an
Audit
Justified?
S a professional audit of your or­
ganization justified? If you are a 
proprietor or a stockholder or a di­
rector or an employee, we say yes.
If you are a proprietor, you need the review of
your affairs by a disinterested person who, with­
out prejudice or self-interest, will give you a view 
of transactions as they have occurred and of 
conditions as they exist. You owe such a re­
view to your employees as well, because many 
a man has become a defaulter on account of 
the lax supervision and inspection of his em­
ployer.
If you are a stockholder, the same reasons that 
apply to the proprietor exist. There is the addi­
tional reason that the stockholder in many cases 
is not in direct contact with business affairs, and 
when he inspects statements of corporation offi­
cials, he is relying upon information of persons 
whose interest it is to make
the most favorable showing 
possible.
If you are a director, you 
occupy a position of trust, 
and you are in duty bound 
to take ordinary business 
precautions in the interest of 
the people whom you repre­
sent. Failure to take advan­
tage of the safeguard of an 
audit would be of the same 
nature as a failure to take 
out fire insurance or to bond 
employees who are entrust­
ed with the handling of 
money.
If you are not a proprie­
tor, a director, or a stock­
holder, but an employee 
charged with the keeping of
accounts or the managing of a department or an 
entire business, we say that you are entitled to 
have your work reviewed periodically and an 
official determination made that everything is in 
order. No sensible executive desires to have years 
of unverified transactions back of him.
All these reasons and a hundred more sup­
port the attitude of the thorough-going modern 
business man who looks upon the professional 
auditing of accounts in the same way as he does 
upon insurance or any other expense incurred for 
the protection of his business.
Many a man will read this, employer or em­
ployee, who is in a position by aggressive action 
to cause an audit to be made that would 
otherwise be omitted. We urge such action 
as a movement toward better and safer busi­
ness.
T H E  P A C E  S T U D E N T
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V ISIT the school room in Sing 
Sing Prison if you wish to 
study a unique phase of the educa­
tional movement — a worthy but 
tardy attempt on the part of Society to control
brute strength and the passions by the develop­
ment of the mind. Great, brawny men, black and 
white, may there be seen struggling with pointer 
and chart to decipher such educational enigmas 
as “cat” and “dog.” It is little wonder that the 
illiterates, who make up a considerable percent­
age of the prison population, break the rules of 
a society that is educated above them. The stu­
dent who works under happier circumstances is 
bound to have a sympathetic interest in the edu­
cational efforts of those who are serving prison 
sentences; and he may even derive from their 
courage and cheerfulness a certain measure of 
help in his own problems. How can an employed 
man who feels that his edu­
cational work imposes a 
heavy burden fail to renew 
his courage when he reads 
the following p a r a g r a p h  
written by Clinton Prisoner 
No. 11997 and published in 
the Sing Sing Prison maga­
zine, The Star of Hope: 
“No matter what a man’s 
environments are, if he will 
set his mind to studying, he 
will accomplish something. 
If a man, no matter how old 
he is, will say, ‘I will get it,’ 
and not ‘I can’t,’ that man 
will count. The more I study 
the more I want to study.”
YOU know him, and you 
are glad to know him— 
the man who smiles his way into your private 
office past your telephone girl, past your office 
boy, past your secretary even. Friendly and 
human is that smile of his, which dances in his 
eye, flickers about his mouth, and mellows the 
tones of his voice. It is a smile that symbolizes 
self-confidence, optimism, and knowledge of men 
and their needs.
Your impatience melts away despite your un­
answered mail; your reserve thaws out a little; 
your frazzled nerves are soothed. You listen— 
psychologically you wish to listen, you must 
listen; and as you listen, you relax, and then— 
you smile yourself. He has sense—the man with 
the smile. He does not stay too long. In a sen­
tence or two he stirs your interest in his proposi­
tion. Then he asks you—smilingly—to fix a date 
when he can explain it in detail to you. A rea­
Smiles
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We
Protest
Good­
bye
sonable request, you smilingly con­
cede, and you grant it, noting the 
day and the hour on your appoint­
ment pad. The prices, the quality 
of his goods, and the service will be satisfactory—
that is taken for granted. This being true, you 
will give him your business, or a part of it any­
way, for you like him—down deep you like that 
smile of his.
W E protest vigorously against a vicious mis­
representation of the business man—a mis­
representation that is taking place thousands of 
times in American cities and villages. How long, 
Neighbor, must a man work for an ordinary busi­
ness concern in an ordinary office building before 
he actually sees a business man making love to 
his stenographer? Do you witness such a scene 
once a year, or once in five years, or once in ten 
years? One would imagine from attendance upon 
moving-picture shows that it is the common and 
accepted thing for the business man, prosperous 
and apparently respectable, to kiss his family 
good-bye after breakfast as a preliminary to a 
courtship with a good-looking female stenog­
rapher immediately upon his arrival at his office.
Untold thousands of children are witnessing 
disgusting scenes of this kind, in which there is 
no real art or humor, and which, if they repre­
sent anything from life, represent the very excep­
tional and vicious. We can in the great majority 
of cases depend upon the moral sense of the suc­
cessful business man to avoid liaisons of this kind, 
and there is besides a very substantial business 
reason why successful men do not combine court­
ship and the dictation of letters and contracts. 
Stenographers as a vocational class exist because 
they render certain necessary business services, 
and there is no surer way, as the business man 
well knows, to destroy this usefulness than to at­
tempt the things that are depicted so often in
current moving-pictures.
For the sake of our children and our own self-
respect let us refrain from applauding such nause­
ating productions, and so far as possible avoid 
or leave the theatres that present them.
 O LD John Barleycorn, thanks largely to mod­
ern business, is on the run. The railroads 
were largely responsible for getting him under 
way, for the man with a fuddled brain cannot be 
trusted with a locomotive or a train signal. The 
definition of duties in manufacturing and mercan­
tile establishments shows up relentlessly the poor 
work of the “day after.” And even in selling, 
clear-headed technical demonstration is winning 
out over the conviviality of the old-time drum­
mer. The schools, the press, the ministry, and
Editorial
(C on tinued)
many other forces have contributed 
to the result, but it has remained for 
business organization and efficiency 
to bring the whole movement to a 
definite point. Many a man will privately heave
a sigh of regret at the passing of his jolly but al­
together silly and ineffective old “pal” as he 
braces himself for the new order of things. On 
the whole, though, even such a man will acqui­
esce in the dictum of modern business.
M INCE pie ’n’ a cup of black coffee ’n’ 
hurry it up!” A few rapid-fire bites and a 
gulping swallow or two, and his midday lunch 
was over. The entire gastronomic operation 
from his incoming to his outgoing consumed less 
than ten minutes. I have seen him eat in that 
way often—one of the time-is-money sort of men.
He is the manager of the big electrical concern 
on the top floor, and he is said to be a crank on 
efficiency. No doubt his digestion is efficient; 
being the digestion of an authority on efficiency, 
it could not consistently be otherwise. Probably 
his health and life insurance, too, have been taken 
out on the efficiency basis. I hope so, for I under­
stand he has a delightful family.
Y O U  take an inventory of your business once 
 a year. You must take it, in order to learn 
the amount and value of the stock you have on 
hand. This knowledge helps you to compute the 
profit results of the year just ended, and to de­
termine the size and nature of the financial out­
lay required for the year ahead.
Take an inventory of yourself once in a while—
of yourself as a growing mental concern. I t’s 
just as necessary. What have you on hand as a 
result of the past year’s mental turnover? An 
added capacity for reasoning? A wider outlook 
upon business? A firmer control of details? A 
sense of increasing usefulness? Or is there some 
depreciation to be written off as a loss, a net 
decrement? Mentally you are not standing still; 
you have either advanced or gone backward. 
Which is it? Take an inventory.
DVERTISING in The Pace Student is 
a privilege open to our friends who have
services or worthy products for sale. The copy 
and the display are to be adapted to the reason­
able typographical requirements of the magazine. 
The publicity messages of our columns are as 
much a matter of pride to us as is the general 
reading matter, and we are sure that they make 
a very special appeal to the several thousand men 
and women who read these pages regularly. The 
way in will be cheerfully pointed out upon in­
quiry.
“Ten
Minutes
for
Lunch”
Mental
Inventory
Publicity
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T HE old man!”—I mean the owner of the business. How these words used to strike fear into 
the hearts of business employees, 
whatever their positions, a half-generation and
even a decade or two ago! It was what “the old 
man thinks,” “the old man says,” “the old man ex­
pects,” that mapped out policies, controlled man­
agement, and galvanized action. His word was 
law; he asked no advice and he expected none.
If “the old man” made mistakes in judgment— 
as he sometimes did, being only human—he took 
the consequences and stood the loss without 
flinching. If his plans worked out without mis­
hap, the profits were his, and he pocketed them 
as his just due. His was a one-man business, 
held together and developed by a one-man brain 
and a one-man personality.
But time has passed, and so, broadly speaking, 
has “the old man.” Modern Business has out­
grown him, superman though he was in many 
instances. In his stead has come the corporation 
with its scientific organization and allotment of 
individual duties. The “old-man’s” method of 
supervision, irregular and impulsive, has given 
way to efficient departmental control. Definite 
standards of accomplishment have been set up, 
and the elimination of waste effort has been 
secured.
Instead of one brain to originate, execute, and 
finance, there are now many brains, each supple­
menting the rest, with the profit object of the 
business as a whole the goal of common en­
deavor. The possible disability and the eventual 
death of any member of the organization—even 
of the president—have lost their terrors, for to­
day the personality of the concern itself, after it 
has passed through the promotion stage, is infin­
itely larger than the personality of any one per­
son connected with it. Modern Business is 
governed not by persons, but by policies and 
principles.
“The old man” had no intimates in his single 
proprietorship, no close associates, and almost no 
assistants; he had only men that worked for him 
—a big difference. There was little co-operation 
among his underlings, certainly none of spirit. 
Advancement depended not only on service ren­
dered, but on accident—on “the old man’s” whim, 
his temper, and his digestion even. “The old 
man” stood for business despotism, sometimes 
benevolent, it is true, but despotism nene the less.
To-day every corporation realizes the value of 
the human equation throughout its staff; and it is 
on the steady lookout, both within and without 
the organization, for men already developed or 
capable of development, men with both technical 
knowledge of the Science of Business and per­
spective and reasoning power—am­
bitious men. Brain power is at a pre­
mium, and the supply of it is far be­
low the demand. The modern cor­
poration stands for business democracy with
equality of opportunity. Yet we sometimes senti­
mentally say that the day of “the old man” was 
the day of business opportunity for you and for 
me. What nonsense! That day is to-day!
I N contrasting American and English Account­ancy practice, Charles H. Brook, C.P.A., A.C. A., who is a lecturer in the Milwaukee School of 
Accountancy, states:
“In the British Isles a practicing Accountant is 
usually a member of one of the Chartered Socie­
ties, or Institutes, of which there are several, viz: 
The Institute of Chartered Accountants in Eng­
land and Wales (founded in 1879), The Society of 
Accountants and Auditors (1885), The Society of 
Accountants in Edinburgh (1854), The Institute 
of Accountants in Ireland (1888). These Institutes 
are corporations formed by charter, and are not 
run for profit, their funds being utilized for pro­
moting and protecting the profession of Account­
ing by legislation, by holding meetings and con­
ducting examinations.
“The principal institution in England is the 
Institute of Chartered Accountants in England 
and Wales, the members of which are called 
Chartered Accountants, and who use the initials 
“A.C.A.” or “F.C.A.,” meaning respectively Asso­
ciate or Fellow of the Institute of Chartered Ac­
countants.
“In order to become a Chartered Accountant, 
the candidate must work in the office of a practic­
ing Chartered Accountant for five years, so that 
the degree of “A.C.A.” or “F.C.A.” guarantees 
that the person possessing it has at least five 
years’ practical experience in the Accountancy 
profession.”
Char­
tered
A c ­
count­
ants
Vocational Counseling
P ACE & PA C E announce th at they  will organize, 
during  the m onth  of February , a  c lass to train  
m en and wom en specifically for professional work in
Vocational Counseling. T h e  lectures and  clinics will 
be held in  L ecture Room  B, 30 Church Street, New York. 
T h e  class will be lim ited in size and enrollm ents will be re­
stricted to applicants who can m eet certain requirem ents.
T h e  class w hich was organized last October for sim ilar 
work will begin their second sem ester the last week in 
Jan u ary  w ith advanced work.
A n  in teresting  booklet and fu ll in form ation in  regard  
to th is course m ay be secured by application to
Pace &  Pace
30 Church Street New York C ity'
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F IRST impressions go a long way with us. There are certain things, for example, that we subcon­
sciously look for in a salesman who 
walks into our office for the first time 
—that is, if we are to like him, and be 
willing to do business with him or 
his firm, and perhaps make him a 
personal friend; his clothes must be 
neat and in good taste, his manner 
must be courteous, but direct and 
businesslike, and he must know how 
to explain the purpose of his call 
without wasting words or minutes.
It is just the same in reference to 
our attitude—the attitude of the pur­
chasing public—toward the business 
enterprise that solicits our patronage, 
or, at any rate, our good-will. It is 
the externals—often, relatively speak­
ing, the so-called little things—that 
rubber-stamp upon our minds our 
first impression of a firm. True, this 
first impression, if unfavorable, may 
be unwarrantedly so respecting fund­
amental matters—the firm’s business 
solidity, its goods as to quality and 
cheapness, and its service. Yet a 
first impression it is, and as such it 
sticks in our minds like thistle-down 
on our coat-sleeves; we have a hard 
time rubbing it off and getting rid of 
its traces.
First impressions do matter, and 
they matter—in the aggregate of a 
year’s business—a vast deal; and it is 
through the written and spoken word 
that we receive the majority of our 
first impressions respecting the 
standing of any concern.
This is the main reason why now­
adays many progressive business or­
ganizations are insisting that its em­
ployees and representatives shall use 
as good English as possible—correct 
English, simple English, clear-cut 
English, forcible English—in every 
letter, report, catalogue, and publicity 
folder that goes out through the 
mails under the firm’s name.
Most of us know good English 
when we hear it or read it, even 
though we may be occasionally or 
habitually careless in its use our­
selves. Hence, when the office boy 
brings us a letter or an advertising 
pamphlet which strikes us at once as 
being logically built up, correctly 
paragraphed and punctuated, and ex­
pressed in happily-chosen words and 
happily-turned sentences, we are 
subconsciously complimented and 
pleased. We think there may be 
something to the proposition ad­
vanced, and we put the letter or the 
pamphlet aside for further examina­
tion, just because we like the looks 
of it, the feel of it, the sound of it— 
the English of it, to a large extent, if 
you please.
The temptation to cite examples of
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faulty English as used in Business is 
strong. All I have to do is to pull 
out from my filing cabinet almost 
any one of a hundred reports and 
pamphlets and letters of various 
kinds. I shall not be obliged to 
search long or far for incorrect sen­
tences, steretoyped sentences, cum­
bersome sentences. One case in 
point is enough—it is a sentence that 
constitutes an entire letter which I 
received this morning from a large 
automobile-supply house:
“Replying to your esteemed favor 
of the 12th instant, beg to state that 
we can not supply you with the auto 
robes which you desire at present, 
but will send a special order to our 
jobbing house for them, and we trust 
that in a few days you will receive 
them, although in cases of this kind 
delay is often unavoidable, as you 
well know.”
The writer of this letter was evi­
dently short of periods and capitals, 
or his stenographer was, which is 
one and the same thing as respects 
my impression of the correspondence 
department of the concern. These 
long, rambling, knock-kneed sen­
tences in Business letters—how long, 
kind fate, how long must they be in­
flicted upon a patient public!
Speaking of first impressions of an 
organization that puts value on the 
use of good English, there is another 
result to be borne in mind—a result 
quite apart from the business-getting 
value of carefully-written Business 
letters and pamphlets. It is a result 
that finds expression in the improved 
morale of the office staff. Put a pre­
mium upon good dictation and good 
stenographic and typewriting work, 
and you stir up pride in individual 
accomplishment, ambition to im­
prove, self-criticism, and the helpful 
criticism of others.
The atmosphere of such an office 
gives off a kind of quickened elec­
tricity that is all its own. Little 
idling will you find there, little 
discouragement, little indifference. 
Every employee soon feels that the 
words he uses, his grammar, his sen­
tences—his English, in short—have 
something very definite to do with 
the commercial well-being of his 
firm; and they have—psychology 
teaches us that. All other things 
being equal, the good-English enter­
prise is the one that very soon be­
comes cohesive, and so, relatively 
easy of management and control—a 
condition that contributes very defin­
itely to the attainment of the profit
object of the organization as a 
whole.
To sum up the whole matter, you 
want the public at large to receive as 
a first impression what you know to 
be true of your concern—that it is 
progressive, that it is solid, that it 
fulfils its promises with self-respect 
and dignity. Have done, then, for all 
time, with slip-shod, clap-trap Eng­
lish—the English that defies and de­
files the rules of grammar and the 
principles of rhetoric!
Good English is good business!
W. E. FREEMAN, ESQ., Auditor 
of the New York Edison Co., pre­
sented a valuable paper at the recent 
Convention of The National Electric 
Light Association held in San Fran­
cisco, on the subject of Punching, 
Counting, Sorting, Tabulating and 
Printing Machines Adaptable to the 
Needs of Accounting and Statistical 
Work. The paper has been printed 
and made available for distribution 
by the Powers Accounting Machine 
Co., Inc., 50 Church St., New York. 
The paper makes a booklet of eighty- 
five pages. The illustrations of the 
various mechanical devices and the 
tabulations shown are especially full.
CHARLES FUCHS, C.P.A., Pace 
Institute of Accountancy, 1910, for­
merly with Patterson, Teele & Den­
nis, Certified Public Accountants, and 
later a member of the accounting 
staff of the City of New York, has 
been appointed Commissioner of Fi­
nance of the City of White Plains. 
Mr. Fuchs is particularly well trained 
by reason of his public practice and 
municipal experience, to perform the 
duties of this position, and his ap­
pointment is a refreshing evidence 
of the growing tendency to appoint 
for technical municipal positions, men 
with adequate technical training.
Sum m ing
Up
M A N Y  a business m e s ­
sage loses force b y  
reason o f  p o o r  printing.
W e  p ro v id e  the typograph­
ical d ress—the type, p a p er  
and design—th a t are n eed ed  
to in te rp re t a ttra c tive ly  and  
fo r c e fu l l y  y o u r  b u s in e s s  
offering o r  m essage.
Charles Leach Son
P rin ting
3 5 5  W . 3 6 th  S t., N e w  Y o rk
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believe that you can accomplish much 
more if you give yourself the relief 
of an absolute rest over the equiva­
lent of about three months during 
the year. We all need a part of the 
year during which all possible strain 
is relaxed. That part should come 
in during the summer time, when we 
are in the vacation mood, and espe­
cially when studying indoors under 
hot lamps is distasteful. Many a 
man thinks he can keep up a schedule 
of study month in and month out 
without rest. Few of us do it in 
practice. If you expect to succeed, 
adopt a reasonable program which 
you can drive through to a finish.”
“This arrangement seems fair,” 
said the young man who had first 
spoken; “but don’t you think more 
time should be allowed for social 
demands?”
“Social demands,” rejoined the vo­
cational counselor, “callers, visits, 
clubs, banquets, smokers, and even 
lodge and church affiliations are hard 
for all of us to deal with, I admit. 
Most of them are highly desirable. 
If, however, we permit ourselves to 
be engulfed by them and exercise no 
control over their inroads into our 
time, we shall not attain business 
success—that’s certain.
“I am merely trying to show what 
a man must do if he wishes to ad­
vance into the bigger things, if he 
wishes to become a man of affairs, a 
man of consequence. Drifting in 
business, and drifting during the 
hours under your personal control, 
and sleeping away the remaining 
hours, will never carry a man very 
far toward a predetermined goal, ex­
cept by the merest chance—one 
chance in a thousand. For this drift­
ing in and out of business hours a 
man must substitute a reasonable 
program, and he must carry it out, 
even though doing so entails certain 
sacrifices and hardships, especially in 
the earlier stages when he is gaining 
headway.”
“I see your point,” replied the ques­
tioner. “There is one more question, 
however, that I should like to ask: 
How would you distribute your pro­
gram of forty weeks over the year?”
“The most available part of the 
year,” answered the counselor, “is 
from the beginning of the second 
week in September to the last week 
in June, with an allowance of two 
weeks taken at the time of the Christ­
mas and New Year holidays. The 
very best part of the forty weeks’ 
period for a man engaged in ordi­
nary office or mercantile work is 
from the first of February to the last 
week in June.
“In many concerns, particularly re­
tail lines, the working year begins
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with the fall business, and the load 
constantly increases until after the 
holidays. Buyers are unusually active 
during this season. The entire busi­
ness movement culminates in the 
holiday spirit and the enforced inac­
tivity during the latter part of De­
cember. Most concerns take their in­
ventories and close their accounts at 
the end of the calendar year, Decem­
ber 31st, and office staffs are un­
usually busy during the month of 
January. It follows that, everything 
considered, the period of the year in 
which business affairs are most nor­
mal is from the first of February to 
the latter part of June, inclusive. 
Few holidays intervene, the Lenten 
season is a non-social one, and 
months stretch away before the stu­
dent for uninterrupted application to 
his selected subjects of study. We 
are just now at the season of the year 
when a man may well take thought 
of the utilization of his spare hours, 
for the most favorable time to put an 
educational program into practical 
effect is at hand.
“Of course, I could explain how it 
would be well for anybody to divide 
his hours, a certain number for eat­
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ing, a certain number for recreation, 
and a certain number for study. I 
could explain how all this could be 
carefully planned and stated on a 
sheet made for this purpose. I could 
explain how a man’s friends can be 
made to understand that the hours he 
has reserved for study must be con­
sidered inviolate, and many other 
specific details of carrying out the 
program.
“The points that I have started out 
to make, however, are the big ones: 
the fact that approximately one third 
of a man’s time is under his control, 
and that as many as two and one half 
hours a day for each working day an 
earnest man can spend in furthering 
his business interests. If you can 
impress these two major thoughts 
upon the men with whom you come 
in contact, I am sure that you will 
start many a young man on the way 
to the realization of worthy ideals of 
business achievement.”
This vocational interview should 
be of vital interest to the men and 
women who are seriously applying 
themselves to the task of accom­
plishing worth-while business results. 
It is a confirmation of the work of 
untold thousands of evening students 
throughout the country, and it points 
the way to thousands who are yet to 
enter overtime educational classes.
Big
Points
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THE term Efficiency is common­ly used without a full under­standing of its exact meaning as ap­
plied to modern business organiza­
tion. The following fundamental definitions and
distinctions, therefore, will be of interest to the 
student and business executive:
Efficiency is effectiveness, or a full return for 
a given expenditure of effort or capital.
Waste, on the other hand, is an expenditure 
without a return.
In the attempt to accomplish a certain result, 
there may be the achievement of the fullest possi­
ble measure of return, in which case there is com­
plete effectiveness or efficiency.
There may be no accomplishment whatever, in 
which case the entire effort or capital is lost and 
the maximum waste incurred.
The actual attainment usually falls between the 
extremes, and there is a partial accomplishment 
of that which is theoretically possible.
It is convenient to measure the proportions of 
accomplishment and waste in percentages. Thus, 
in a given case, a return of seventy per cent. of 
possible effectiveness may be secured and a waste 
of thirty per cent. incurred.
Waste is undesirable, for it involves an exertion 
or sacrifice without reward.
D ivis io n  
o f  E ffort
The two essentials of organiza­
tion are Effort and Capital. The 
latter, while important in organiza­
tion, falls helpless without the 
human effort that conserves it and causes it to
produce still further capital or objects that con­
duce to our well-being or pleasure.
For efficiency purposes all effort may be divid­
ed as follows:
Managerial. The direction of effort, in the first 
instance, is in the owner or proprietor. As an 
organization grows supervisory powers are dele­
gated by the owner to others who are chosen for 
their special fitness or aptitude; in turn their 
authority may be delegated in case there is a 
further growth.
Managerial effort usually centers in an active 
manager who most often, in the corporation, has 
the title of president. The proprietorship con­
verges in the executive officer, and from him 
the organization ramifies to the humblest em­
ployee.
Manual. The actual physical work that is 
necessary to be done, whether by unskilled work­
men, trained mechanics, or others, may be classi­
fied as manual effort. In some instances the 
functions unite, as in the case of the working 
foreman.
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T HE members of The Society for Vocational Research at their December luncheon held on 
Saturday, December 4th, at the Me­
ridian Club, listened to an address by 
Eli W. Weaver, vocational expert of 
Brooklyn, on social and industrial 
engineering. The Society is organ­
ized for the purpose of studying vo­
cational problems of selection and 
placement, and is composed of busi­
ness men, accountants, lawyers, 
physicians, educators, and corpora­
tion employment and educational 
supervisors.
Mr. Weaver stated that in his judg­
ment the only permanent solution of 
vocational problems is the develop­
ment of a new profession—social and 
industrial engineering—the members 
of which will be able to handle the 
human element as effectively as civil, 
mechanical, electrical, and structural 
engineers have handled power and 
material. This profession, Mr. Weav­
er believes, must rank with the older 
professions in the training of its 
members, in their command of or­
ganized knowledge, and in their abil­
ity to use that knowledge in profes­
sional spirit and in civic attitude.
From Mr. Weaver’s able address 
the following striking paragraphs 
have been selected in belief that they 
will be of especial interest to the 
readers of “The Pace Student.”
“Here is a field of leadership for 
which we have made practically no 
provision. The thing that appeals to 
me with some strangeness is that in 
a scientific and enlightened age like 
this a man cannot offer in a public 
way, for a price, to administer medi­
cine to a dog without first proving 
his ability to do so by passing a state 
examination to secure a license as a 
veterinary; and yet all over this great 
city we have thousands of people 
who hang out the sign “Girls Want­
ed,” “Boys Wanted,” and they are 
permitted to use and exploit the boys 
and girls without the slightest proof, 
by examination or otherwise, that 
they are competent to handle human 
beings, especially during the years 
those humans are laying the founda­
tion for their whole vocational career.
“To train officers to handle our 
army, the United States maintains 
the most expensive schools in the 
country. The government takes its 
pick and choice of young men for the 
purpose of putting them in training 
to handle the defensive work of our 
government.
“But our tremendous industrial 
army is recruited in haphazard ways, 
with little regard for the fitness of 
the individuals for the work to which 
they are put. Whether working in 
small organizations, or in divisions
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of large corporations with employees 
numbering many thousands, few of 
the millions of men and women are 
directed by foremen, superintendents, 
and executives who have any train­
ing whatever in the selection and 
handling of human beings.
“What are the results? A scrap 
heap of unemployables who at a 
stage in their career might have been 
guided into a useful occupation; con­
stant unemployment of many be­
cause of a lack of systematic social 
organization for the handling of the 
human element; a tremendous waste 
because few employees are put at 
work that uses more than a small 
part of their capacity.”
H. E. GORDON, C.P.A., New York 
Institute of Accountancy (Pace 
Courses), 1912, has been engaged in 
the practice of Accountancy in Fort 
Worth and Dallas for several years. 
Mr. Gordon has represented the 
Texas Society of Accountants at sev­
eral meetings of the American Asso­
ciation of Public Accountants, and he 
was largely instrumental in securing 
the recent C.P.A. legislation in the 
State of Texas.
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y o u  do it. T h e  “h o w ” m an is  the  
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T the November meeting of the
* Pace Accountancy Club of St. 
Louis, held at the Club Room in the 
Central Public Library, Mr. J. K. 
Stone, C.P.A., of the firm of Rodway 
& Stone, Certified Public Account­
ants, gave a lecture on “The Prepar­
ation of Statements.” The members 
of the Club derived a great deal of 
benefit from the clear-cut presenta­
tion of the subject made by Mr. 
Stone and from the informal discus­
sion that followed.
The Club will hold regular meet­
ings during the school year on the 
third Saturday evening of each 
month. Mr. H. E. Mendes, C.P.A., 
St. Louis Manager of Touche, Niven 
& Co., is to speak before the Club at 
an early meeting.
V. L. VIPOND, Washington Insti­
tute of Accountancy, 1911, formerly 
Chief Accountant of the Government 
Printing Office, has accepted a re­
sponsible position as investigative 
and constructive accountant with the 
Government Bureau of Road Exam­
iners.
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PATRICK F. CROWLEY, C.P.A. 
(Mass.), Member of the Massachu­
setts Bar, Pace Institute of Account­
ancy, Boston, 1913, for the last two 
years has been actively engaged in 
Boston in the practice of Account­
ancy. Mr. Crowley’s energy and 
ability carried him all the way from 
the position of errand boy in a large 
shoe factory to the position of office 
manager and credit man of the same 
concern, and from this responsible 
position to successful professional 
practice on his own account. It is 
interesting to note that Mr. Crowley 
found time to prepare for two pro­
fessional examinations while making 
his way up in business, and that he 
passed the difficult Massachusetts 
Bar examination with practically no 
preparation except that gained in his 
C.P.A. course.
J.A.COUNCILOR, C.P.A.(Va.),Pace 
Institute of Accountancy, Extension 
Division, 1913, Washington School of 
Accountancy (Pace Courses), 1914, is 
one of nine men selected in the Treas­
ury Department to reorganize the 
Auditing work of the Federal Gov­
ernment. The work to be reviewed 
involves six offices, employing from 
one hundred to seven hundred clerks 
each. Mr. Councilor secured his de­
gree in Virginia in October, 1914, and 
was the only man in the examination 
who passed the four subjects as a 
result of one examination. Mr. 
Councilor’s advancement in gov­
ernment work is evidence conclusive 
that it is possible for a government 
employee to advance as the result of 
hard work and developed ability.
F. W. NELSON, Grand Rapids Insti­
tute of Accountancy (Pace Courses), 
1915, is engaged in the practice of 
Accountancy with The Edward A. 
Pratt Audit Co., of Peoria, Ill.
H. F. SEWARD, Ph.B. (Yale), C.P. 
A. (Conn.), Pace Institute of Ac­
countancy, Extension Division, 1912, 
is Resident Manager in New Haven 
for the well-known Accountancy firm 
of Lybrand, Ross Bros. & Montgom­
ery.
H. E. SPEARS, Pace Institute of 
Accountancy, Extension Division, is 
disbursing officer for the San Juan 
Harbor Board, San Juan, Porto Rico, 
where the government is making har­
bor and other expenditures to the 
extent of several million dollars.
E. GRANT BARR, Detroit Techni­
cal Institute (Pace Courses), 1914, 
now Chief Cost Accountant of The 
Wilson Body Company of Detroit, 
recently spoke on the subject of 
“Constructive Accounting” before
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the members of the Detroit Cham­
ber of Commerce. Mr. Barr has de­
voted a great deal of effort to Con­
structive Accounting and has orig­
inated many forms and procedures of 
special merit.
JULIAN OLIVA, who was in Ac­
countancy practice with Lovejoy, 
Mather & Hough, and who later held 
the position of Assistant Auditor, the 
Fox Film Co., has accepted through 
the Pace Agency for Placements, 
Inc., the position of auditor of Ber­
tram Bros., San Domingo. The duties 
of this position involve heavy ac­
counting and executive responsibili­
ties.
F. D. BULLOCK, New York Insti­
tute of Accountancy (Pace Courses), 
1913, for several years with the South­
ern Pacic Company at San Francisco 
and later with the Erie Railroad 
Company, has for two years been on 
the staff of the Interstate Commerce 
Commission, and is now engaged in 
common carrier investigations in the 
Middle West.
W. H. KNIFFIN, Jr., New York 
Institute of Accountancy (Pace 
Courses), 1914, formerly Secre­
tary of the Savings Bank Section 
of the American Bankers’ Associa­
tion, has accepted the position of 
Vice-President of the First National 
Bank of Jamaica, Jamaica, New York 
City. Mr. Kniffin is well known in 
financial circles as the author of “The 
Savings Bank and Its Practical 
Work,” as well as of other widely 
known books and treatises on bank­
ing.
L. K. WATKINS, Buffalo School of 
Accountancy (Pace Courses), 1913, 
who passed the New York C.P.A. 
Examinations several years ago, has 
for four years been Business Secre­
tary of Central Branch, Buffalo 
Young Men’s Christian Association. 
Mr. Watkins since his graduation has 
rendered efficient service in Business 
and Accountancy education by lectur­
ing on Accounting and related sub­
jects in the Buffalo School of Ac­
countancy.
P. S. ROBERTSON, Pace Institute 
of Accountancy, Extension Division, 
recently passed the civil service ex­
amination for Auditor of the State 
Board of Control of the State of 
Wisconsin. Mr. Robertson has ac­
cepted an appointment with the 
Board at Madison, Wis.
SAMUEL C. HYER, C.P.A. (N.Y.), 
New York Institute of Accountancy 
(Pace Courses), 1908, after experience 
in Accountancy secured with Price, 
Waterhouse & Co. and with other 
firms, accepted a position as account­
ant with the Public Service Commis­
sion for the First District, New York, 
and later accepted a position with the 
City of New York. A large part of 
Mr. flyer’s work in his present posi­
tion has been the supervision of the 
installation of functional and unit 
cost accounting in the departments 
of the City of New York.
C. J. RAMPOLLA, Accountancy In­
stitute of Brooklyn (Pace Courses), 
1912, formerly with the Equitable 
Life Assurance Society of the United 
States, has for the past two years 
been employed by the Italian Gov­
ernment in statistical and accounting 
work incident to the government’s 
control and management of the life 
insurance companies of that country.
DAVID SMITH, C.P.A. (Mich.), 
Detroit Technical Institute (Pace 
Courses), 1912, who is engaged in 
Accountancy practice in the City of 
Detroit, has recently been elected 
President of the Michigan Associa­
tion of Certified Public Accountants. 
Mr. Smith as an incident to his prac­
tice lectures regularly on Accounting 
in the Detroit Technical Institute.
WILLIAM C. DOOLITTLE, Cleve­
land School of Accountancy (Pace 
Courses), occupies the position of 
Chief Accountant and Assistant 
Treasurer of the National Fire In­
surance Company of Cleveland, the 
largest fire insurance company in the 
State of Ohio.
ALBERT F. YOUNG, Jr., C.P.A. 
(N.Y.), Accountancy Institute of 
Brooklyn (Pace Courses), 1910, after 
several years’ practice with the Ac­
countancy firm of Lovejoy, Mather 
& Hough, has accepted the position 
of Treasurer of Nestle’s Food Com­
pany.
PH ILIP N. MILLER, B.A. (Will­
iams), C.P.A. (N. Y.), New York 
Institute of Accountancy (Pace 
Courses), 1910, now occupies an im­
portant executive position with the 
Tide Water Oil Company of New 
York. Mr. Miller secured two years' 
experience as a public accountant be­
fore entering upon his present duties.
JAMES L. RESPESS, C.P.A. (Ga.), 
Pace Institute of Accountancy, Ex­
tension Division 1914, is engaged in 
Accountancy practice with the firm 
of Joel Hunter & Company, Atlanta, 
Georgia.
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  ''T OM, Mr. Stearns has just tele­
phoned me that he is never in 
his office on Sunday; said he didn’t 
know I was on the job seven days a 
week either; so he suggested that I 
make another appointment to see 
him—this time on some week-day 
perhaps after he returns from Chi­
cago, about a week hence. He had 
quite a lot of fun with me, and I had
no come-back.”
The General Manager’s tone was 
even and dry, but there was a glint 
in his eyes that boded trouble for 
Tom Page, his stenographer and sec­
retary, whom a push-button had 
brought to his desk.
“Yes, sir,” said Tom, somewhat 
fatuously, because he could think of 
nothing else to say. He was mysti­
fied for the time being, but he knew 
that he would not be in the dark 
long; the General Manager had a 
way of always making his meaning 
clear.
“Bring me the carbon of the letter 
you wrote Mr. Stearns last Friday,” 
snapped the General Manager. “I 
have never been fond of being made 
a fool of.”
When the carbon was laid before 
him, the General Manager belliger­
ently pointed his finger at the third 
line, which read, “Will it be conven­
ient for you to see me for a few min­
utes in your office at 2.30 on Novem­
ber 14th?” The General Manager 
eyed Tom frostily and then barked 
out, “What day is November 14th?”
Tom thought a minute. “That’s 
so, it was yesterday, Sunday. I 
thought it was to-day, Monday. I 
surely made a mistake. I am very 
sorry, Mr. Parsons. I will try to be
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more careful from now on.” Tom’s 
defense was pitiful.
“You thought it was Monday. 
Didn’t you know? Ever see a cal­
endar? Know how to consult it and 
use it?” The General Manager was 
working under a full head of steam 
now.
“One or two things more, for lately 
you have been making all kinds of 
careless mistakes in my letters; so 
you have a few plain facts coming to 
you straight from the shoulder.
“I have a lot of things on my mind 
all the time, but I venture to say that 
I never dictated November 14th when 
I meant November 15th. I remem­
ber, too, definitely specifying the day 
of the week as Monday, but for some 
reason you did not mention any day 
of the week in this letter. I have 
given instructions several times to 
the stenographic force that in case 
of an appointment, whether for me 
with somebody else in his office, or 
for somebody else with me in my 
office, both the day of the week and 
the date of the month are to be men­
tioned.
“Why didn’t you do what you were 
expected to do—what you were re­
quired to do? Can’t you see that this 
mistake has placed me at a disad­
vantage with Mr. Stearns in giving 
him a wrong impression of me as an 
executive, and of the way our busi­
ness is run? Mr. Stearns is the Vice- 
President of the Commercial Produce 
Bank, and my appointment with him
was mighty important to our firm, 
and now he can’t see me for a week 
or more.
“Stow this fact away somewhere 
above your collar—that any young 
man who hopes to get very far up in 
Business to-day has got to be ac­
curate in little things, accurate, ac­
curate. One more bull-headed mis­
take like this one, and out you go. I 
haven’t any time to waste in trying 
to season timber that will always be 
green. That’s all.”
The General Manager turned to his 
desk, a deep-set frown on his face. 
It was not often that he whip-lashed 
any of his subordinates, no matter 
how just the provocation, as he had 
this morning. Tom meekly with­
drew, thoroughly chagrined at the 
serious consequences of his careless­
ness.
Tom had been the General Man­
ager’s private secretary for five 
months. Everybody said he had a 
fine chance to forge ahead. And yet 
a few years from now, unless the 
General Manager’s words remain 
fresh in his mind, Tom will be talk­
ing in a most discouraged manner 
about the other fellow’s “pull.”
D eve lo p ed  ju d g m e n t is  the qual­
i ty  th a t d ifferen tia tes a re ck less  
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T h e  Office B o y  says: D o n ’t a sk  
for a raise the m orn ing  a fter a 
holiday.
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rea lization  possib le—faith in y o u r ­
self, in y o u r  fellow s, in  y o u r  w ork, 
in y o u r  goal, and  in  y o u r  ability to 
reach th a t goal.
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